
       

 

   

 

       

 
 

 

 
 

         
  

 
 

 
      

 

     

 
 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-412-85-11 

All items in this schedule are inactive. Items are either obsolete or have been superseded by 
newer NARA approved records schedules. 

Description: 

Item 14 was crossed off this schedule (unappraised) but N1-412-07-009 later claimed to 
supersede it. 

Item 15 was superseded by N1-412-94-002 item 21. 

Date Reported: 09/07/2022 NC1-412-85-11 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 



REQUEST FOR RECORD.POSITION AUTHORITY LEAVE BLANK 
(See Instructions on reverse) JOB NO 

NCl-412-85-11 
TO GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES ANO RECORDS SERVICE, WASHINGfON, DC 20408 DATE RECEIVED
-----I 

1 FROM (AGENCY OR ESTABLISHMENT) 2-08-85 
Bnvironmental Protection Agency 1-----------------

NOT1F1cAT10N TO AGENCY 
2 MAJOR SUBDIVISION

Office of the Administrator & :.)eputy Admin. lnmordancew1ththeprov1s1onsof44USC 3303athed1sposalre
------------------------------1 quest 1nclud1ng amendments, 1s approved e~cept for items that may 
3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in column 10 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

Thomas ri:'asker 82-5911 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 5 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods spec1f1ed. 

D A Request for 1mmed1ate disposal 

KX B Request for disposal after a specified period of time or request for permanent 
retent n. 

C DATE E TITLE 

~/s/r..,, Agency Records Management Officer 

97 8 DESCRIPTION OF ITEM 10SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

1 - 16 The Office of the Administrator and Deputy ppendix 
Administrator Records Control Schedule is C 
heing revised to make it consistent with the chedule 
~rogram's current operations. The revision 1 
of t~is schedule is part of a major review 
and update of the EPA Records Control Schedules. 

Attached is a copy of t~e revised Administrator 
And ~eputy Administrator ~ecords Control Schedule. 

STANDARD FORM 115
115-107 ~ ~ t cPA Revised Apr,I, 1975 

Prescribed by General Services 
Adm1nrstrat1on 

FPMR (41 CFR) 101-11 4 
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SCHEDoNO

U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

RECORDS OF THE ADMIN1STRATOR AND DEPUTY ADMINISTRATOR 
ITEM 
NO NAME AND DESCRIPTION OF RECORD/FILE 

1. ~--► rnlled Correspondence of the Administrator and Deputy 
AdministratoL. -i-ru:Judes copies of controlled correspondence 
signed by either the Administtatol'---OL..the Deputy 
Administrator. Also includes copies of letters-.:-o-membe.i:.a__ 
of Congress. This correspondence was processed under
special handling control procedures because of the impor-
tance of the letters or time requirements of replies. 
Records consist of copies of incoming letters, copies of 
responses, and enclosures. Records arranged chrono-
logically, then alphabetically by name of correspondent. 

2. General Correspondence of the Administrator and Deputy 
Adminiscca • T-- 1 ud#s copies of non-controlled (routine) 
correspondence. Records consist of i11com-i-flg letter:s. and 
enclosures. 

3. ----~ncv Correspondence of the Administrator and DeputyLoo 

Administrator. in~~ude-s-co~1es of correspondence and 
memoranda to and from top officials ot-t'he-EPA-an~ 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 

RETENTION PERIOD AND DISPOSITION 

Retention: Permanent. 

Disposition: Break file at end of year. Keep in 
office current plus 1 additional year, then trans-

0 

tert-o,~~;n:L~~~Rr~~-TK]e~e~p~i~n~~F~R:C~f~o~r~l~O~:y:e~a~r~s~,~t~h:e:n______J
offer to National Arcni.~o. 

Retention: Retain 5 years. 

Disposition: Break file at end of year. Keep in :;u
OLLi-- ___:.r-e-nt year plus 1 additional year, then m 
transfer to 1-'RC. Destroy when 4 yea1s•-o¼d,_.,,_________ n 

Retention: Permanent. 

Disposition: Break file at end of year. Keep 
Administrator and Deputy Administrator. Includes copiesar---i-n-o~fice current year plus 1 additional year, 
memorandums, replies, and supporting documents. Records then transfer to PRC. K:eep--10 ERC for 10 years, 
arranged by name of program and by regional office. then offer to the National Archives. 

14. _ • -- 00~ister Documents Sianed by the Administrator Retention: Retain 7 years. 
or the Deputy Adminisc .. u ... !-cJudes copies of all Federal• 

Register documents signed by the Administrator or t:tie-Bepl:lt.¥---Iu..~psition: Break file at end of year. Keep in 
Administrator. office current yea,-p~us-l-add1tional year, then 

transfer to FRC. Destroy when 7 years oiu. 

5. ~ -► 0 ~ners. Includes reference copies of legal papers Retention: Retain 5 years. 
sent to the Aamiuio~ .. -- - -- n~nutv Administrator from the 
General Counsel, Agency Judicial Officer, or-Adm-r~1~c~~~r~·~~~~1~v~e~~-_..:,D~i~s~p~o~s~i~t~i~o'.!!n: Break file at end of year. Keep in 
Law Judge. Includes copies of briefs, motions, decisions, of"c~e-e-cu~r-er:i-t yearJ)lus 1 additional year, then 
and other legal documents. transfer to the FRC. Destroy wnen-s-year-s-oin..... 
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6. Multiple Letters File. Retention: Permanent. 

~. - ER'·irorimeotal Letters. Includes copies of incoming Diseosition: Break file at end of year. Keep in 

letters with responses t ha·E are Sl?nt:-t:-e-me.i;;e...t.hao...Q.O,.e~~oga~r!t~Y,r;o~f~f~i!c~e~c~u~r~r~e~n~tfey~e~at~r~p~l~u~s~l~a~d~d~i~t~io~n~a~l~y~e~a~rJ,~t~h~e~n~_____J0such as to all members of Congress, all states, EPA regional tLa110Lc .. ~- L_ --- ~ Pn in the FRC for 10 
offices, and so on. Records arranged chronologically, then years, then offer to the National Arcnives. 
by address. 
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SCHED NO

U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

RECORDS OF THE ADMINISTRATOR AND THE DEPUTY ADMINISTRATOR 

ITEM NAME AND DESCRIPTION OF RECORD/FILENO ~- •- - -.- .. , r"nmental Letter5. Include retirement letters, 
1 - - .. ,.. ... --;::iit-1ve enclosures.[-UUL.Lthank you, and sim11ar --

7. Arlm1n1strator's Policy Decision, Aqreements, and Directives 
File. 1nc.1 ~R relating to policy decisions and 
internal Agency directives s1gn"'u uy , • •- n1strator. 
Records consist of Administrator's decision documents, 
delegations of author-tty signed by the Administrator, 
interagency agn~ements, agreements with states, approval 
of Agency policy and procedure directives, memorandums 
of understanding signect by the Administrator, briefing 
memorandums, and other related records. 

-
8. LL~ _,, T-,format1on Response File. Includes copies of 

·-·-1 ....... -incoming requests tor ln1.,....11. the Freedom of' 
OL d ,yInformation Act, cop1e5 of replies, and copies 

intra ayency memoranda concerning the request. Files 
does not include copy of the document requested. 

' - ~9. ~" Tnformat1on Loabooks. Logbooks show1ny theL 

I. :i,- •-:,, 1receipt date, date ot rep11 , uL L .-.. , 

, llavment·~ 
receipt, and other processing 1nformat1on concerning 
Freedom of Information requests. 

-
• --L~10. l"'r,nies of Freedom of Information Requests/ 

-~ Responses. Inclue1es c~p•~~ ~" Tnformat1on~L 

requests and responses available for public inspection. 

11. 1.,.__. -" Tnformat1on Processina Control S1 ips File. 
IncludPS cross reterence .. -" M ~ • 1 Control Scheciules, 
t::PA Form 5180 1, used to reference the officia.L 

L 

[' L _, _. .._. 

of Information request/responsf' f lie'>. 

COVERAGE OF SCHEDULE 

APPLICAHLE HEADQUARTERS Ofl'ICE 

RETENTION PERIOD AND DISPOSITION 

Retention: Retain 3 years. 

,
Dispos1t1on: BreaK ti.i."' aL - ~ . '-.~ - nestrov 
in otf1ce when 3 years old, 

Re tent ion: Permanent. 

D1spos1t1on: l:ireak file 
~ ~~ r 11 rrent year plus 
transter to tne r ·~· 
years, then offer to the 

at end of year. Keep in 
1 adrl1t1onal year, then 

-. - •h~ FRC for 10 
National Archive,,, 

Retention: Retain 5 years. 

"· ~""5 l t 1On: Break flle at end of year. 
- · _,, ~,--.n,.l vear,office currenL y~uL ,--

transfer to the FRC. Destroy when 5 ye,ar"' 

Retention: Retain 10 years. 

"-~-,, f, 1., atr---i: ...........--"' Keep in office current year 
years, then destroy. 

Retention: Retain 1 year. 

-- ...... . n-eak flle at 
in otfice current year plus 
then destroy. 

Retention: Retain 2 years. 

nisoos1tion: Hreak file at ... .,.,,. ..Keep 1n O[ L •'-~ -

years, then destroy. 
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end ot each year. ► 
plu'> 9 a0OlLlu11a~ 

r-

the end of year. Keep 
.l c.nJlJL'-.&.O ra--. . -- -

enct of each year.
"luc; 2 additional 



SCHED NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHE'DULE COVERAGE OF SCHEDULE 

RECORDS OF THE ADMINISTRATOR AND TH8 DEPUTY ADMINISTRATOR APPLICABLE HEADQUARTERS OFFICE 
ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITIONNO 

l2. Officer A eals Case File. Includes cases 
relate vironmental litigation appealed to the 
Admini5trator Records consist of petitions 
for appeal, appeal docum ubmitted by parties, decisions 
of the Administrator, and other d records. 

a. Landmark Cases. Includes cases resulting in Permanent. 
important legal precedent which establishes or atfirm5 
AgPncy policy with respect to environmental actions upon term1nat1on of 
of national importance in which maJor regulatory i5sues issues involved. Keep in 
are litigated. Records arranged alphabetically by case. ffer to the National 

Archives. 

b. Other Cases. Retention: Retain 10 years. ~ 
m 
n 

Disposition: Break file upon completion of 0 
~ 

appeal or termination of ca5e, whichever 1s 0..,.
latPr. Keep in the office for l additional :r:: 
year, then transter to the FMC. Destroy when ► 
10 years old. z 

►(;l 
m 
:r:: 

recor 's Minority ~usinus5 
Enterprise Task Force. Record5 consis Disposition: Break file termination of 
memorandums to Admini5trator c1nd Deputy Adm1n1<otrc1tor, Kee 
records of the Minority Businesses Enterprise lnLPrayency transfer to the 
Council, newspaper cli1Jpings, and other related records. year5, then offer to the National Archives. 

13. r-][~ir~:~ti]~}~jt~~iT~a~s~kSF'fofr~c:e~f~,iiilfe~-i~t~~;:-~~~R;e~t~e~n~t;i;o~n~:!~P~erlr~m~a;n~e~n~t~-~~i~~~~~i~~;jl~_______J~:~>~ 

policy statement5, an o the14.,-1~TI~~~~r:~~:;~~~~1r::~felin~c~l~u~d~e~pr:o~s~i~t~iio~n~L~Jafp~e~r~s~,p,;-t-~R;e:t;e;n~t;i:o~n~:IT~R~e~t:a;i;n~S~y;e~a;r~s;.""1H;;i-;;/'-i\:;ir/:,i,V:;'.!:!'.,;._________1Administrator to prepare for meetings with interest groups year. 
or other public groups. Arrange chronologically by date 
of meeting. 

"'-,/r 
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SCHED.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

RECORDS OF THE ADMINISTRATOR AND THE DEPUTY ADMINISTRATOR APPLICABLE HEADQUARTERS OFFICE 
ITEM 
NO NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION 

15. Speeches by Administrator and Deputy Administrator. Retention: 
Includes copies of speeches delivered by the Administrator, 
Records consist of background papers, correspondence, and a. Record Copy. Permanent. 
final copy of speech. 

b, Information Copies. Retain 1 year. 

Disposition: 

a. Record Cop?. Break file after presentation: 
Keep in of ice 5 year, then transfer to the 
FRC. Keep in FRC 5 years, then transfer to 
the National Archives in5 year bil.li>cks. 

b. Information Copies: Destroy when 1 year old ;;o 
or sooner if no longer needed, m n 

0;a 

16. Coordination on Files. Includes records 
o the coordination of EPA policies in the 

use are. ecords used in coordinating inter-
agency activities, use activities with state 
and local governments, an appropriate govern-
ment and private groups. 

0.,, 
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a. Environmentall Sensitive Area File. Include Permanent, 31: 
records re ated to controversia or sensitive land 
use policy areas, such as, floodplains, wetlands, 
coastal zone management, agricultural lands statements, 

file 
then 

at end of year. Keep 
transfer to the FRC, 

in 
►:z: 
C: 
►,-

and other environmentally sensitive areas. Records Keep in ears, then offer to the 
consist of copies of legislation, position papers, National Archi 
correspondence, and other related records, 

b, Growth Management and Urban Policy File. Includes Retention: Permanent. 
records related to EPA's position on regional and urban 
growth and policy matters. Records consist of regional Diseosition: Break file at end of year. Keep in 
growth management seminars, EPA participation in the office current year plus 5 additional years, then 
White House Conference on Balance Growth and Environmental transfer to the FRC. Keep in the FRC 5 years, 
Quality, and other related records, then offer to the National Archives, 

https://SCHED.NO



